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The primary intent of this thesis is to discuss the need
for a centralized personnel department at Atlanta University.
The thesis focuses on personnel management procedures within
the small college and their importance to the efficient opera
tion of Atlanta University in its attempt to provide a compre
hensive array of information and services to employees.
The writer recommends that certain tools of personnel
administration be used in developing a centralized personnel
department. An attempt has been made to obtain and present
factual inform.ation leading towards what is hoped to be both
an informative and interesting end product.
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INTRODUCTION1.
Purpose and Focus of the SUudv
A viable program of personnel management is essential
to any organization whether it is a government agency, private
enterprise, or an institution of higher education.
The primar’/ goals of an organization should be contin¬
ued survival, growth and some measure of stability. VJithout
these, it does not matter how good its services or products
may be, the public may never be able to benefit from them. In
order to achieve these ver3/ basic goals, the organization must
be able to recruit and hire individuals who possess the re¬
quired skills and abilities. It is also important that those
persons employed be able to identify their own needs w'ith the
needs and goals of the particular organization. The hiring
of those without the proper skills and/or attitudes can and
often does lead to dysfunction within an organization. It is
because of these organizational goals and the major role of
employees in achieving them that effective personnel manage¬
ment must not be neglected.
Personnel management as we know it today in the public
and private sectors is a relatively new function. Very few
personnel departments existed prior to 1920; those which did,
functioned primarily as an emplo^mient or welfare activify.
However, with the growth of unions in the 1930s, increased
1
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government activity in organizational affairs during that same
time period, and labor shortages caused by World War II, the
personnel function began to develop as a professional field.
In governmental agencies and industry today, personnel depart¬
ments perform a wide variety of activities; directors of these
departments are assuming more and more responsibilities.^
The evolution of personnel management in colleges and
universities has been much slower and less dramatic than that
of government and industry. Since 1945, colleges and univer¬
sities have grown at an unprecedented rate. There has been,
however, very little change in structural organization or
2
educational and administrative procedures.
Today, however, with the growth of federal regulations
which have been thrust upon colleges and universities, adminis
trators of these institutions have been forced to make improve
ments in their organizational structures and to rewrite many
of their outdated procedures. One area which has been the
3
object of much attention is personnel management.
Ronald A. Bouchard, in his article, "The Evolving
Management Structure in Higher Education--A Focus Upon Person¬
nel Management," states that today personnel officers in
^W. Randy Boxx and D. L. Howell, "Duties and Respon¬
sibilities of the Campus Personnel Director: 1970 vs. 1977,"
CUPA Journal, vol. 29, no. 1 (Spring 1978):10.
2
Theodore Caplow and Reese J. McGee, The Academic
Market Place (New York: Basic Book, Inc., 1958), p. 4~
3
Ronald A. Bouchard, "The Evolving Management Struc¬
ture in Higher Education--A Focus Upon Personnel Management,"
CUPA Journal, vol. 27, no. 3 (July-August 1976):9-13.
3
higher education find themselves in a myraid of federal regu¬
lations. The federal government has precipitated changes in
personnel management in colleges and universities, and all
such institutions now fall under federal jurisdiction. Employ
ment practices that were used twenty years ago are now con¬
sidered illegal.^
Many of today's small colleges and universities do not
have full-time persons whose sole or principal responsibility
is personnel administration. Personnel administration in
these institutions is usually an added duty of some administra
tive person who already has a full-time position.^
There is now a widespread belief that the small col¬
lege or university can no longer neglect the personnel manage¬
ment function because such a program is absolutely essential
to the operation of the institution. Harold W. Herman, in
an article in the Journal of the College and University Per¬
sonnel Association, addressed this issue. He said:
Not every college is so large that it can afford a
separate personnel department; at the same time,
no college is so small that good personnel practice
is not of vital importance.^
In this paper, the writer will address the need for
developing a centralized personnel department or function for
^Ibid., pp. 10-11.
5
Charles A. Harkness, College Staff Personnel Adminis¬
tration (Urbana, Illinois: College and University Personnel
Association, 1965), p. 5.
Carl F. Parker, "Defining Major Functions of Person¬
nel Management in the Small, Privately Supported College,"
CUPA Journal 22 (August 1971):55.
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employees at Atlanta University, where the writer served as
an intern in the Office of the President.
At the present time, Atlanta University does not have
a centralized personnel department for its employees. Conse¬
quently, employee development, as well as related personnel
matters, have often not been adequately carried out. As in
many small colleges and universities, the President's Office
at Atlanta University acts as a clearing house to resolve all
issues regarding university personnel policies and procedures
Applications for employment and resumes are received by the
Presicent's Office. They are then forwarded to the various
schools or departments within the university for considera¬
tion or action. Contracts and letters of acceptance or re¬
jection for academic employees are also handled through the
President's Office.
In the late 1950s Atlanta University established the
Office of Business Affairs. Along with his many other duties
the business manager has the responsibility of handling all
gof the personnel matters of nonacademic employees.
The necessity for developing a centralized personnel
department at Atlanta University cannot be overemphasized.
Such a department would be responsible for administering em¬
ployee benefit programs in compliance with the provisions of
^Harold W. Herman, "The Business Manager's Personnel
Responsibility," CUPA Journal 14 (November 1962):11-13.
g
Interview with Dr. Cletus Birchette, Business Mana¬
ger, Atlanta University, 22 February 1979.
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state and federal laws, and for insuring that the policies
of the Board of Trustees and the University are adhered to.
Other responsibilities of such a department would include
assisting employees in understanding and obtaining their
rights and benefits, maintaining files and records on each
employee, and advising the University administration concern¬
ing the adequacy of employee benefit programs.
It should be stated that the President of Atlanta Uni¬
versity is aware of the need for a centralized personnel de-
9
partment. He has requested that the Educational Policy Com¬
mittee redraft and update the University policies and pro¬
cedures. It is expected that the new document will be far
more comprehensive than the 1973 manual. Academic Organization
and Conditions of Employment for Faculty and Staff. It will
spell out the duties and prerogatives of each person or group
in the University and will identify the various interlocking
relationships which structure the flow of information and ser¬
vice throughout the institution. The advent of these new
policies and procedures will enable a personnel department to
insure that all employees are treated fairly and kept aware
of any other such changes.
Thus, the purpose of this paper is to design a per¬
sonnel administration model which Atlanta University may use
to enhance employee development and communications. The
specific focus of this research is twofold. First, it will
9
Interview with Dr. Cleveland L. Dennard, President,
Atlanta University, 23 December 1978.
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attempt to acquaint management with the need for a centralized
personnel department in order to obtain a higher level of effi¬
ciency and productivity from employees. Secondly, it will at¬
tempt to bring together the ideals of management and staff in
order to design a personnel department model.
Methodology
One of the research techniques employed in this paper
is that of a participant observer. As stated previously, the
writer worked from September 1978 to December 1978 as an intern
in the Office of the President of Atlanta University. T'Jhile
in this position, several personnel management problems were
observed. It was noted that the University lacked a salary
classification system for its staff employees and job descrip¬
tions for some University employees. Secondary data was ob¬
tained from books and periodicals on the subject of personnel
management in higher education.
In addition to the above sources, a questionnaire was
designed and administered at random to 100 employees for the
purpose of obtaining their feelings about the need for Atlanta
University to establish a centralized personnel department. A
total of 100 questionnaires were submitted to the various em¬
ployees, representing 37.9 percent of all personnel. There
were eighty-seven questionnaires returned to the writer, repre¬
senting an 87 percent response to the survey and 33 percent of
all employees. There was also a cover letter attached to the
questionnaire explaining the purpose for the study. Partici¬
pants were asked to answer the questions in their spare time
7
and return the questionnaire to the writer as soon as possible.
(See Appendix A for the cover letter and the questionnaire.)
Responses of academic and nonacademic personnel were
tabulated and aided in developing a model for a centralized
personnel department.
Finally, the writer will recommend to President Den-
nard a model for a personnel department.
Limitations of the Study
The research was limited because of the following
reasons:
1. Because of the ready availability of nonacademic employees,
the majority of respondents were in this category. Of the
87 questionnaires returned, 54 (62.1 percent) came from
nonacademic employees, and 33 (37.9 percent) came from
academic employees. The writer is aware that this vari¬
ance may result in findings which do not accurately repre¬
sent the opinions of the faculty.
2. The study does not contain the views or attitudes of many
Atlanta Unviersity administrators because questionnaires
left with some administrators were not returned.
3. Finally, the lack of availability of information regard¬
ing the establishment of an employee personnel department
in institutions of higher education, particularly the
small institution, was a definite impediment.
II. ORGANIZATION AND ADMINISTRATION
OF ATLANTA UNIVERSITY
Historical Background
Atlanta University, under the sponsorship of the
American Missionary Association, was chartered in 1867 and
opened formally two years later, although it actually began
instruction in 1865. Its charter declared as its purpose the
establishment and management of an institution for "the
liberal and Christian education of youth.
An epochal step was taken on April 1, 1929, when
Atlanta University and neighboring Morehouse and Spelman Col¬
lege were affiliated in a university plan under which Atlanta
University was to conduct graduate studies while the two col¬
leges were to provide undergraduate education. In 1930, all
undergraduate courses were discontinued, and since that year,
all of the resources of the Unviersity have been devoted to
graduate and professional education exclusively.^^
Mission and Philosophy
Atlanta University was founded in its particular time
and charged with the specific mission of providing education
^*^Clarence A. Bacote, The Story of Atlanta University
A Century of Service 1965-1965 (New Jersey: Frinceton Univer-




for the recently freed slaves and the generations of their
offspring. Historically, the raison d'etre of Atlanta Univer¬
sity has been the education of talented blacks for leader¬
ship. Another goal of the university is that of educating
students of various nationalities, races and classes to the
fulfillment of their potential in order that they may live
rewarding and useful lives to the extent of their capabili-
Student Body and Degrees Offered
Atlanta University has a total enrollment of 1,224.
Of this number 822 are full-time and 402 are part-time stu-
dents.
The University is a nonsectarian institution which
offers graduate instruction leading to the masters degree in
its five schools. Doctoral degrees are granted in two schools,
and the Education Specialist and the Specialist in Library




Atlanta University is governed by a Board of Trustees.
Currently the Board consists of twenty-eight members.
l^Atlanta University, Report of an Institutional Self-
Study for the Commission on Colleges of the Southern Associa¬
tion of Colleges and Schools' (Georgia: Atlanta University
1978 ), pp. 24-25.
13
Data obtained from the Office of the Registrar of
Atlanta University (see Appendix B for data table).
14
Atlanta University, The Atlanta University Bulletin
(Georgia: Atlanta University, 1978-79) , p. 357^
10
The president of Atlanta University is an ex-officio
member of the Board of Trustees. The Alumni Association has
the right to be represented by at least one of its members,
and as of November 1970, the Board provides for faculty repre¬
sentation by one member. Although student representation has
been considered by the Board, it is felt that students have
too brief a stay at the University to warrant inclusion. There
is, however, specific provision for both faculty and students
to participate in the grievance function through membership in
standing and ad hoc commiteees to the Board.
Atlanta University, Report of an Institutional Self-
Study for the Commission on CoTTeges of the Southern Associa¬
tion of Colleges and Schools (Georgia: Atlanta University,
1978 ), pp. 34-35.
III. AN ANALYSIS OF THE PROBLEM
The Scope of the ProbTem
As stated earlier, Atlanta University does not have
a centralized personnel department.
It is believed that a centralized personnel department
would provide employees and management with improved under¬
standing and service in the following areas:
1. Employees and management would have a central location
from which to obtain information about promotions, job
enlargement, sabbatical leaves, remuneration, health
benefits, hiring procedures, grievance procedures, insur¬
ance benefits, and others;
2. Affirmative Action plans could be coordinated more
effectively with other personnel programs;
3. Employee orientation and training programs could be
developed;
4. Personnel policies could be developed in a consistent and
more equitable fashion;
5. All University employees' personnel records would be
properly housed in one centralized location.
This premise was not conceived by the writer solely
on the basis of observation; rather, it was also indicated
by staff members in their responses to the questionnaire.
(See tabulated responses to questionnaire in Section IV.)
11
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According to Donald L, Kirkpatrick in his article
entitled "Personnel Department's Role in Communication," the
first responsibility of the personnel department in improving
communication is the evaluation of problem areas. Some com¬
mon communication problems he found in colleges were:
1. Not enough communication from top management to lower-
level management;
2. Failure of management to listen to problems and ideas of
subordinates;
3. Lack of two-way communication between departments at all
levels;
4. Poor communications between staff departments and line
management;
16
5. Not enough information given to salaried employees.
These are but a few examples of the communications
problems confronting Atlanta University. With a properly
functioning personnel department, it is possible that the
above problems would be adequately addressed.
Moreover, an acute problem found in other small in¬
stitutions of higher education was also found in Atlanta
University. As job vacancies occur on the campus, many in-
house employees have very little knowledge of the vacancies.
This results in the vacancies being filled by outsiders who
have learned of the position through friends and acquaint¬
ances within the University. This problem contributes
16
Donald L. Kirkpatrick, "Personnel Department's Role
in Communication," Personnel Journal 51 (April 1972):280.
13
greatly to a low level of morale and an increase in employee
discontent.
According to Leonard R. Sayles and George Strauss,
in their book, Managing Human Resources, people will work
harder if they know that their hard work and dedication to the
organization will lead to a promotion; however, they suggest
that employees will have very little motivation to work hard
if other jobs within the organization are filled by out-
siders.
In addressing the concerns as expressed above by
Sayles and Strauss, Atlanta University could develop a cen¬
tralized personnel department that would; improve employee
cooperation and efficiency, employee development, and provide
better communication flow for employees and management.
^^Leonard R. Sayles and George Strauss, Managing Human
Resources (New Jersey: Prentice Hall, 1977), p. 200.
IV. AN ANALYSIS OF THE TABULATED RESPONSES
TO THE QUESTIONNAIRE
Overview of the Questionnaire
In a general overview of the responses to the ques¬
tionnaire, the replies from both academic and nonacademic em¬
ployees clearly indicate a need for a centralized personnel
department at Atlanta University. Employees' responses were
overwhelmingly in favor of a salary classification system
and job descriptions for each position in the University.
There was also agreement that a more effective faculty and
staff performance evaluation system should be developed.
Clearly the findings reaffirmed the need for Atlanta Univer¬
sity to develop a centralized personnel department for its
employees.
The tabulated responses from academic and nonacademic
employees are shown in tables 1 through 4.
Personal Data
Table 1 presents personal data obtained from academic
employees. Academic employees include deans of schools, de¬
partment chairpersons, faculty and librarians. Respondents
were asked to identify themselves in the following areas:
position/title, age, sex, and years of service.
Thirty-three questionnaires were received from aca- .
demic employees. Approximately 79 percent of the respondents
14
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indicated their positions as faculty. Included in this cate¬
gory also are librarians whose status are the same as faculty
members with regards to rank, tenure and salary.Another 21
percent reported their titles as department chairpersons. Over
one half of the respondents (57.6 percent) were males; 39.4
percent were females, and 3.0 percent of the participants did
not report their sex.
The largest number of responses were from persons
ranging in age from 31 to 40 years (39.4 percent); 30.2 per¬
cent listed their ages between 41 to 50 years. Another 21.3
percent were between the ages of 51 and 65. The smallest
number of persons (9.0 percent) indicated their ages were
between 21 and 30 years.
Most of those who responded (42.4 percent) had 5 to
9 years of service with Atlanta University. Another 33.3
percent indicated that they had been with the University from
0 to 4 years, and 24.2 percent of the participants had be¬
tween 10 to 19 and 20 to 29 years of service.
Table 2 presents personal data obtained from nonaca¬
demic employees. Nonacademic employees include persons in
the following positions: executive/managerial, professional,
technical, clerical and others. They also were asked to give
personal information in the areas of position/title, age, sex,
and years of service.
18
Atlanta University, Academic Organization and Con-
ditions of Employment for Faculty and Staff (Georgia: Atlanta
University 1974 ), pp. 3-4.
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Fifty-four questionnaires were received from nonaca¬
demic employees. Approximately 57.0 percent of the respon¬
dents indicated their positions as clerical. Roughly 20.0
percent of the participants reported their positions as execu¬
tive/managerial, and 12.9 percent were professionals. Another
5.5 percent indicated that they were in technical positions,
and 4.0 percent reported their status as other, with no ex¬
planation. The majority of the respondents (83.3 percent) were
females, and the rest were males (16.7 percent).
The majority of those v7ho responded (46.3 percent) were
relatively young (21 to 30 years of age); another 22.2 percent
listed their ages between 31 and 40 years, and those between
the ages of 41 and 50 also represented 22.2 percent. The
smallest number of respondents (7.4 percent) were between the
ages of 52 and 65. One person did not respond to the question.
Most of those who responded had been at Atlanta Univer¬
sity for only 0 to 4 years. There were 12.9 percent who had
5 to 9 years of service at the University. Another 11.1 per¬
cent had 10 to 19 years of service, and 7.4 percent had 20 to
30 years of service. It is interesting to note that 7.4 per¬




PERSONAL DATA REGARDING ACADEMIC EMPLOYEES
RESPONDING TO QUESTIONNAIRE
Item or Number of Percent






















PERSONAL DATA REGARDING NONACADEMIC EMPLOYEES
RESPONDING TO QUESTIONNAIRE
Item or Number of Percent















Over 60 2 3.7
No Response 1 1.9
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TABLE 2 (CONTINUED)
PERSONAL DATA REGARDING NONACADEMIC EMPLOYEES
RESPONDING TO QUESTIONNAIRE
Item or Number of Percent






30 and Over 1 1.9
No Response 4 7.4
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Questions and Academic Employees' Responses
1. There is a need for a centralized personnel office.
Responses:
Of the 31 respondents to this question, 22 persons (71.0
percent) were in agreement, 7 persons (22.5 percent) dis¬
agreed, and 2 persons (6.5 percent) were neutral.
2. Hiring procedures for nonacademic employees should be
carried out by the personnel office.
Responses:
There were 29 responses of which 17 (59.0 percent) were in
agreement, 9 (31.0 percent) disagreed and 3 (10.0 percent)
were neutral.
3. Pay classification system is needed at Atlanta University.
Responses:
There were 31 responses. Of this number, 26 (84.0 per¬
cent) were in agreement, 3 (10.0 percent disagreed, and
2 (6.0 percent) were neutral.
4. There is a need for job descriptions for each position in
Atlanta University's organization chart.
Responses:
Of the 31 responses received, 24 (77.0 percent) were in
agreement, 3 (10.0 percent) disagreed, and 4 (13.0 per¬
cent) were neutral.
5. As vacancies develop on the campus, they should be posted
on the bulletin boards.
Responses:
There were 30 responses; 24 (80.0 percent) were in agree¬
ment, 4 (13.0 percent) disagreed, and 2 (7.0 percent)
were neutral.
6. A more effective faculty and staff performance evaluation
system needs to be developed at Atlanta University.
Responses:
There were 32 responses of which 22 persons (68.7 percent)
were in agreement, 4 (12.5 percent) disagreed, and 6
(18.8 percent) were neutral.
21
7. There is a need to develop better tenure policies for
members of the faculty.
Responses:
There were 32 responses; 28 (88.0 percent) were in agree¬
ment, 4 (12.0 percent) disagreed.
8. Faculty promotion in your school is done on a fair basis.
Responses:
There were 29 responses. Of this number, 11 (38.0 per¬
cent) disagreed, 4 (14.0 percent) were in agreement, and
13 (48.0 percent) were neutral.
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TABLE 3
TABULATION OF ACADEMIC EMPLOYEES' RESPONSES TO




































Years of Strongly Agree Strongly Disagree Number
Service Agree (%) (%) Disagree (%) (%) Responding
0-4 18.0 27.0 27.0 9.0 11
5-9 25.0 34.0 25.0 8.0 12
10-19 50.0 25.0 25.0 4
20-29 33.0 67.0 3
Question #3
Years of Strongly Agree Strongly Disagree Number




20-29 75.0 25.0 2
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TABLE 3 (CONTINUED)
TABULATION OF ACADEMIC EMPLOYEES' RESPONSES TO

































Years of Strongly Agree Strongly Disagree Number
Service Agree (%) (%) Disagree (%) (%) Responding
0-4 50.0 10.0 30.0 10
5-9 53.5 30.5 8.0 13
10-19 50.0 50.0 4
20-29 50.0 50.0 4
Question #6
Years of Strongly Agree Strongly Disagree Number
Service Agree (%) (%) Disagree (%) (%) Responding
0-4 27.0 27.0 27.0 11
5-9 21.0 57.0 8.0 14
10-19 50.0 25.0 4
20-29 25.0 25.0 25.0 4
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TABLE 3 (CONTINUED)
TABULATION OF ACADEMIC EMPLOYEES' RESPONSES TO














0-4 36.5 36.5 27.0 11
5-9 71.0 21.0 8.0 14
10-19 75.0 25.0 4














0-4 9.0 36.0 11




Questions and Nonacademic Employees' Responses
1. There is a need for a centralized personnel office.
Responses:
There were 54 responses; 45 persons (83.3 percent) were
in agreement, 4 (7.4 percent) disagreed, and 5 (9.3 per¬
cent) were neutral.
2. Hiring procedures for nonacademic employees should be
carried out by the personnel office.
Responses:
Of the 54 responses, 46 persons (85.0 percent) were in
agreement, 5 (9.0 percent) disagreed, and 3 (6.0 per¬
cent) were neutral.
3. Pay classification system is needed at Atlanta Univer¬
sity .
Responses:
There were 54 respondents; 51 (94.5 percent) were in
agreement, 3 (5.5 percent) were neutral.
4. There is a need for job descriptions for each position
in Atlanta University's organization chart.
Responses:
There were 54 responses; 50 (92.6 percent) were in agree¬
ment, 1 (1.9 percent) disagreed and 3 (5.5 percent) were
neutral.
5. As vacancies develop in the campus, they should be posted
on the bulletin boards.
Responses:
There were 54 responses; 52 (96.3 percent) were in agree¬
ment and 2 (3.7 percent) disagreed.
6. A more effective faculty and staff performance evaluation
system needs to be developed at Atlanta University.
Responses:
There were 54 respondents; 41 (75.9 percent) were in agree¬
ment, 2 (3.7 percent) disagreed, and 11 (20.4 percent) were
neutral.
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7. There is a need to develop better tenure policies for
members of the faculty.
Responses:
There were 49 respondents; 18 persons (36.8 percent) were
in agreement, 1 (2.0 percent) disagreed and 30 (61.2 per¬
cent) were neutral.
8. Faculty promotion in your school is done on a fair basis.
Responses:
There were 44 responses; 6 persons (13.7 percent) were




TABULATION OF NONACADEMIC EMPLOYEES' RESPONSES TO














0-4 67.0 12.0 6.0 3.0 33
5-9 67.0 11.0 9
10-10 87.5 8














0-4 50.0 34.0 13.0 32
5-9 44.0 56.0 9
10-19 50.0 37.5 8














0-4 73.0 22.0 33
5-9 89.0 11.0 9




TABULATION OF NONACADEMIC EMPLOYEES' RESPONSES TO






























Years of Strongly Agree Strongly Disagree Number
Service Agree (%) (%) Disagree (%) (%) Responding
0-4 73.0 24.0 3.0 33
5-9 44.5 44.5 11.0 9
10-19 50.0 50.0 8
20-29 67.0 33.0 3
Question #6
Years of Strongly Agree Strongly Disagree Number
Service Agree (%) (%) Disagree (%) (%) Responding
0-4 43.0 36.0 3.0 33
5-9 56.0 11.0 9




TABULATION OF NONACADEMIC EMPLOYEES' RESPONSES TO
QUESTIONNAIRE BASED ON YEARS OF SERVICE
Question #7
Years of Strongly Agree Strongly Disagree Number
Service Agree (%) (%) Disagree (%) (%) Responding
0-4 16.0 19.0 31




Years of Strongly Agree Strongly Agree Number
Service Agree (%) (%) Disagree (%) (%) Responding
0-4 3.5 3.5 11.0 27
5-9 11.0 11.0 22.0 9
10-19 17.0 6
20-29 50.0 2
V. MODEL FOR A CENTRALIZED PERSONNEL UNIT
Overview of Model
In the very simplest of terms, the functions of an
employee personnel unit or any institution--collegiate, govern¬
mental or industrial are:
1. Securing the best qualified persons for the required jobs.
2. Retaining these persons through proper classification,
salary, and promotional opportunities.
3. Developing these employees to the fullest possible extent.
4. Building morale of employees through a program of benefits
and proper pay scales, as well as through involvement in
18
institutional matters.
The writer has designed a personnel model which Atlan¬
ta University, or any other small college, may use as a guide
in developing its own personnel department. In evaluating
several personnel models for the small college, it became evi¬
dent that the process was a difficult task to undertake; there
has been very little research done in designing a personnel
model for the small college or university. There may be some
overlap evident in the model; however, care has been taken to
keep this to a minimum.
18
Carl F. Parker, "Defining Major Functions of Per¬
sonnel Management in the Small, Privately Supported College,"
CUPA Journal 22 (August 1971):56.
30
Securing the Best Qualified Persons
Any personnel program begins with the task of securing
the best qualified people for the required jobs--the process
of placing people in positions. In order for this placement
function to be orderly, the personnel director must be respon¬
sible for:
1. Setting up standards for employment, including job des-
P'
criptions and salary scales.
2. Contacting prospective employees (i.e., recruiting).
3. Screening these prospects to determine qualifications.
4. Referring selected prospects for placement and emplo^mient.
To accomplish these four important tasks, the person¬
nel director will most probably be concerned with:
1. Recruitment - He will seek to determine the best supply of
employees and to reach those sources through various means.
2. The Application Form - The placement process should always
include a well-designed application form.
3. The Interview - This tool of placement should always be
used. It can be an effective means of determining per¬
sonal characteristics, interests, motivation, health,
vitality, attitudes, and speech.
4. Tests - Aptitude and skills can be tested through properly
validated tests which are carefully administered and eval¬
uated .
References - Appropriate checking and review procedures
should be implemented in order to obtain information in¬
volving work history, credit history and criminal history,
5.
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if any. Telephone calls to former employers will often
develop better information than formal letters of "To
Whom It May Concern."
6. Physical Examination - A pre-employment physical examina¬
tion should be a condition of employment for all persons.
It can be of value to both the employer and employee.
7. Referral and Placement - If the personnel director has
utilized the above steps properly, he can refer the pros¬
pective employee to the potential supervisor with confi¬
dence and integrity.
Retaining Qualified Persons
In personnel work, whether in businesses, educational
institutions or government, the personnel director will be
dealing with people in one of the most sensitive relationships
possible--that of worker-employer. This demands that the em¬
ployer be fair and consistent in his dealing with all employ¬
ees. Peter F. Drucker, well-known writer on management and
labor relations, has stated that:
Of the prevalent causes of labor conflict, the most
general one and the one about which workers themselves
are the most vocal is the resentment against unfair¬
ness (real or fancied) on the part of management in
the day-to-day handling of its contractual relations
with the worker--working rules and their changes,
firing and layoff, promotion, the establishment of
wage differentials, and the settlement of grievances.
Atlanta University should be scrupulously careful in
this matter of fairness, as well as in its consistency in
Peter F. Drucker, The Practice of Management (New
York: Harper and Row Publishers, 1954), pp. 302-304.
33
position classification and salary administration. Two funda¬
mental principles emphasized by Carl F. Parker in the function
of personnel management are:
1. Hxaman aptitude must be matched as carefully
as possible with job requirements and specifi¬
cations. Every member of the work force must
be qualified and suited for the job.
2. Every person must be paid equitably for the
work required of that job--the principle of
equal pay for equal work.20
In order to achieve these fundamental principles of
personnel management and thus retain qualified persons, the
writer offers the following steps:
1. Establish a sound classification system, that is, group
jobs into "classes" to be determined by the duties of
the positions. This is essential to any satisfactory
pay program. Otherwise, grievances, complaints and
other problems may arise.
2. Establish an adequate salary and wage plan to accompany
the job classification system described above. Obviously,
the pay plan will have to be tailored to fit the college
and the local environment. (See Appendix C for samples
of a sound university salary and wage classification
system which Atlanta University may use as a guide in
developing its own system.)
Carl F. Parker, in his article, "Defining Major Func¬
tions of Personnel Management in the Small, Privately
20
Carl F. Parker, "Defining Major Functions of Per¬
sonnel Management in the Small, Privately Supported College,"
CUPA Journal 22 (August 1971):57.
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Supported College,” suggests the following criteria be used
by the personnel director in designing a wage and salary clas¬
sification system for the university:
1. The salary or wage plan must be easily under¬
stood by the employee.
2. The salary or wage plan must be equitable and
comparable to the prevailing wages in the area.
It must promote motivation.
3. It must be consistent and stable in order to
build employee confidence. There must be
regular adjustments to meet inflationary
pressures on wages, but it should be as stable
as possible.21
Developing Employees to the Fullest Extent
Orientation programs for new employees are widely
used by employers to effectively introduce newly hired per¬
sonnel to the organization. The effects of a well-planned
orientation program are beneficial, since an employee who is
thoroughly informed and made to feel welcome can become pro¬
ductive in a relatively short span of time.
In designing a successful personnel program in
orientation and training in the university, the personnel
director should include the following elements:
(a) History of the institution;
(b) The "mission” of the university, its purposes
and goals;
(c) Description of the organizational structure;















Employee activities, service and benefits, in¬
cluding vacation leaves, sick leaves, and office
hours;
The nature of the job--position description,
responsibilities, immediate supervisor, and pay
scale;
Introduction to fellow employees and super¬
visors .
function should include among other things:
Information about the policies and regulations
of the institution.
Specific requirements of the job to which
assigned.
Classes and courses designed to develop greater
or additional skills (e.g., secretarial, cleri¬
cal, accounting, physical plant operation).
Helping employees learn and understand new or
updated procedures.
Helping employees learn to operate new equip¬
ment in order to reduce the possibility of
accidents and damage to equipment.
Building the Morale of Employees
In managing any organization, management should ac¬
cept the fact that its operations depend on people. The
worker today has to be accepted as a thinking, acting
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individual who is quite aware of his value to
to the organization.
In the small college, in order to secure maximum con¬
tribution and build morale, the personnel director must place
greater emphasis upon the function of employee relations. He
must develop those things which will cause employees to want
to do the best possible job. In personnel administration
there are several factors which affect employee morale. They
are:
1. Satisfaction which the employee gets from his work.
2. Fringe benefits (e.g., insurance plans, vacations).
3. A desire for security in employment.
4. The environment in which the employee works (e.g., con¬
dition of the office or work area, number of workers).
The above outline of the fundamental functions of a
personnel program in the small college are necessarily short
and sketchy. The writer trusts that they will serve as a
guideline in developing an effective personnel program at
Atlanta University. The writer believes that a successful
personnel program can be developed if the following factors
are recognized and carried out as carefully and enthusias¬
tically as possible:
1. The administration of Atlanta University--trustees,
staff, faculty, and students--must believe in the
importance of the program and must be committed to
support it.
2. A statement of policies and procedures (including an
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employee handbook) should be developed and approved
at the highest level.
3. The employees should recognize that for every "right”
there is a "responsibility" on their part.
4. Standards should be set for achievement at a high, yet
attainable, level of human ability, and each person
should strive to reach these standards.
5. The personnel director should use the best techniques and
tools of personnel administration available to him, and
he should avail himself of the latest developments in
order to keep abreast of the many changes and improve¬
ments in personnel management.
VI. CONCLUSION
In conclusion, the writer is aware that academic per¬
sonnel matters within the small college have been handled
through a decentralized system. Such personnel decisions as
appointments, reappointments, promotion and tenure have been
significantly influenced by the recommendations of an academic
department or unit. This has been the case at Atlanta Univer¬
sity .
As the results of the questionnaire clearly show, how¬
ever, a majority of those sampled believe that a centralized
personnel department would better meet their needs. If this
sampling is indeed representative of the total employee popu¬
lation, then Atlanta University should begin to move in this
direction.
This is no easy task. The writer believes that de¬
veloping a centralized personnel system at Atlanta University
will require strong backing from the very top levels of manage¬
ment if such a system is to be accepted.
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VII. RECOMMENDATIONS
The recommendations that have been made are those that
the writer feels are imperative to the success of a university
personnel department. They are as follows:
1. Atlanta University should begin to move towards the
establishment of a centralized personnel department;
2. Surveys should be conducted to determine what services
employees would expect to receive from such a department;
3. Once this has been done, Atlanta University should estab¬
lish a personnel unit to meet its particular needs and
budget;
4. It would be advisable to hire someone who has had pre¬
vious success in setting up a personnel department(s).
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APPENDIX A
COVER LETTER AND QUESTIONNAIRE FOR ATLANTA
UNIVERSITY FACULTY AND STAFF
To: Atlanta University Administrators, Faculty and Staff
From: Michael M. Moore
Date: March 20, 1979
Re: Public Administration Research Project
I am currently enrolled in the masters degree program in Pub¬
lic Administration at Atlanta University.
As part of the degree requirements in this program it is neces
sary to complete a departmental paper. I have chosen as my
research topic, the feasibility of establishing a centralized
personnel department at Atlanta University. The findings from
this study will enable the researcher to develop a personnel
model which Atlanta University could use as a guide in develop
ing its own personnel department.
A personnel department is most useful and effective in an or¬
ganization when it includes the ideas and feelings of those
who it will directly affect. Thus, I have chosen to develop
a personnel model which utilizes management and staff input.
Attached is a questionnaire developed for management and staff
Your feedback will add more insight regarding the establish¬
ment of a personnel department and will be a further guide in
this research.
Your assistance in this study, by responding to the attached
questionnaire, will be greatly appreciated. I ask that you
please return the questionnaire by April 16, 1979.
Thank you for your time and cooperation in this project.
Michael M. Moore
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QUESTIONNAIRE FOR A. U. FACULTY AND STAFF
SECTION I PERSONAL INFORMATION
Please checc ( ) one for each item.
1. Sex: Male Female
2. Age Group: 21-30 31-40 41-50
51-60 60 and over
3. Length of Service: 0-4 5-9 10-19
20-29 30 and above
4. Employee Status:
Academic Non-Academic




Other (Explain) Other (Explain)
5. Tenure Status (For faculty only)
Tenured Non-tenured Don't Know
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SECTION II For each item below, indicate your attitude by circling
the appropriate number on the 5-point scale accompanying
each statement.
Strongly
Agree Agree Neutral Disagree






1 2 3 4 5
3 4 5
2 3 4 5
1 2 3 4 5
1 2 3 4 5
2 3 4 5
SECTION III
1. There is a need for a centralized personnel office.
2. Hiring procedures for non-academic employees should
be carried out by the personnel office.
3. A pay classification system is needed at Atlanta
University.
4. There is a need for job descriptions for each posi¬
tion in Atlanta University's organization chart.
5. As vacancies develop on the campus, they should be
posted on the bulletin boards.
6. A more effective faculty and staff performance
evaluation system needs to be developed at Atlanta
University.
7. There is a need to develop better tenure policies
for members of the fauclty.
8. Faculty promotion in your school is done on a fair
basis.
Please answer all of the following by placing a check
( ) next to the appropriate response.
1. When you were hired by Atlanta University, did you receive any of
the following:
a. Employee Handbook yes no
b. Job Description yes no
c. Information on health insurance
benefits yes no
d. Pension Information yes no
Were you given the following:
a. Orientation yes no
b. Tour of campus yes no
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3. As job vacancies occur on the campus, do you know what procedures
should be followed in applying for the position?
yes no
4. As an employee of Atlanta University, do you know the procedures
to follow in referring an applicant for employment with the
University?5.Do you know where your personnel








records are housed? (Please













School of Full Part
Arts & Sciences Time Time








Political Science 35 11
Public
Administration 26 11
Social Science 1 0
Sociology 4 1
Total Arts & Sciences 139 69
Social Work 34 3















5 2 3 5 10
52 19 17 36 88
33 10 5 15 48
12 4 0 4 16
1 3 2 5 6
0 3 2 5 5
6 1 2 3 9
10 5 0 5 15
46 12 7 19 65
37 26 7 33 70
1 1 0 1 2
5 4 1 5 10
208 90 46 136 344
37 105 3 108 145
15 28 14 42 57
120 88 142 230 350
208 106 14 120 328
380 327 173 500 880




A. The "step" of an appointee is indicated by a Roman numeral after
rank—e.g., Assistant Professor, Step II; Associate Professor,
Step II; Professor, Step V. The step is not part of the title
or the rank. Rather, it is an indicator of the stage of advance¬
ment of the individual, and is used primarily to keep a record of
such advancement.
B. For statistical purposes, years at rank and step for appointees
are recorded in their individual salary history records as follows:
1. An academic year (9 months) appointee who has served at
least two full quarters in any fiscal year (July 1 through
June 30) will receive one year's credit at rank and step.
2. An academic year (9 months) appointee who has served just
one quarter in any fiscal year (July 1 through June 30)
will not receive credit for that year at rank and step.
3. A fiscal year (11 months) appointee who is appointed during
the period July through January 1 will receive one year's
credit at rank and step.
4. A fiscal year (11 months) appointee who is appointed during
the period January 2 through June 30 will not receive credit
for that year at rank and step.
II. Normal Periods of Service
A. Instructor: Service in the rank of Instructor is limited to two
years.
B. Assistant Professor: The total period of University service with
the title Assistant Professor, or with this and certain other
titles shall not exceed 8 years. The normal period of service at
a given step in this rank is 2 years. The first 4 steps in rank
and coresponding salary levels are for normal use. Step V and VI
may be used in exceptional situations and with proper justifica¬
tion. Service at Assistant Professor, Step V, will normally be
in lieu of service at Associate Professor, Step I, for which the
published salary is slightly higher. Likewise, service at
Assistant Professor, Step VI, will normally be in lieu of service
at Associate Professor, Step II.
In those instances of service at Assistant Professor, Step V,
followed by service at Associate Professor, Step I, the normal
period of combined service with both titles at the steps indicated
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is 2 years. The same normal 2-year period of combined service
applies when service at Assistant Professor, Step VI, is followed
by service at Associate Professor, Step II.
C. Associate Professor: The normal total period of service in the rank
of Associate Professor is 6 years. The normal period of service at
any of the first 3 steps of the rank is 2 years. Steps IV and V
may be used in exceptional situations and with proper justifica¬
tion. Service at Associate Professor, Step IV, will normally be
partly or entirely in lieu of service at Professor, Step I, for
which the published salary is slightly higher. Likewise, service
at Associate Professor, Step V, will normally be partly or entirely
in lieu of service at Professor, Step II.
The normal period of service at Associate Professor, Step IV, is
3 years if such service is fully in lieu of service as Professor,
Step I. In those instances of service at Associate Professor,
Step IV, followed by service at Professor, Step I, the normal period
of combined service is 3 years. The situation for Associate Pro¬
fessor, Step V, and Professor, Step II, is exactly analogous to
that for Associate Professor, Step IV, and Professor, Step I.
D. Professor: The normal period of service at step is 3 years in each
of the first 3 steps. Advancement thereafter depends entirely on
the assessment of merit in each individual case. Service at Pro¬
fessor, Step IV, may be of indefinite duration. For those Profes¬
sors who qualify for advancement beyond Step IV, the period between
merit increases will be more than 3 years except in very unusual
cases and may be substantially longer than 3 years. Steps V and VI
are reserved for Professors of more than average achievement and
distinction, the standard being higher for each successive step.
For those who attain Step V, service at that step may be of in¬
definite duration. Advancement to Professor, step VI, calls for
great distinction, national recognition, and highly meritorious
service, and will not occur after less than 4 years at Step V,
except in very strongly justified cases. Services at Professor,
Step IV, will in most cases be of indefinite duration.
Advancement to an above-scale salary is reserved for'scholars and
teachers of the highest distinction, whose work has been inter¬
nationally recognized and acclaimed. Except in rare and compel¬
ling cases, advancement to an above-scale salary will not occur
after less than 4 years at Step VI. Moreover, mere length of
service and routine good performance at Step VI is not a justifi¬
cation for further salary advancement. There must be demonstra¬
tion of additional merit and distinction beyond the performance
on which advancement to Step VI was based. A further merit in¬
crease in salary for a person already serving at an above-scale
salary level must be justified by new evidences of merit and dis¬
tinction. Mere continued good service is not an adequate justifi¬
cation. Intervals between such salary increases may be indefi¬
nitely long and only in the most strongly justified cases will
increases at intervals shorter than 4 years be approved.
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III. Off-Scale Salaries
When an appointee is placed at an off-scale salary, he/she must
(unless advanced to an above-scale salary) be returned to an on-scale
salary not later than on the occasion of his/her send subsequent
advance in salary through merit increase or promotion, unless the
G’resident] specifically authorizes an exception.
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ACADEMIC STANDARD TABLE OF PAY RATES
Old Scale 7-1-74 New Scale 7-1-75






















































































































































































ACADEMIC STANDARD TABLE OF PAY RATES (CONTINUED)
Old Scale 7-1-74 New Scale 7-1-75

















Source; University of California Academic Salary Scales
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REGULAR RANKS FACULTY
ACADEMIC YEAR (9 Months)
Normal
Period Old Scale 7-1-74 New Scale 7-1-75
Title Step at Sal. Annual Monthly Annual Monthly
INSTRUCTOR
(1400)
— $10,700 $ 891.67 $11,500 $ 958.33
ASSISTANT I 2 yrs . 12,800 1,066.67 13,700 1,141.67
PROFESSOR II 2 yrs. 13,400 1,116.67 14,300 1,191.67
III 2 yrs . 14,100 1,175.00 15,100 1,258.33
IV 2 yrs. 15,100 1,258.33 16,200 1,350.00
V 2 yrs, 16,000 1,333.33 17,100 1,425.00
VI 2 yrs. 16,800 1,400.00 18.000 1,500.00
ASSOCIATE I 2 yrs. 16,100 1,341.67 17,200 1,433.33
PROFESSOR II 2 yrs. 16,900 1,408.33 18,100 1,508.33
(1200) III 2 yrs. 17,900 1,491.67 19,200 1,600.00
IV 3 yrs. 19,300 1,608.33 20,600 1,716.67
V 3 yrs. 21,400 1,783.33 22,900 1,908.33
PROFESSOR I 3 yrs • 19,400 1,616.67 20,700 1,725.00
(1100) II 3 yrs. 21,500 1,791.67 23,000 1,916.67
III 3 yrs. 23,600 1,966.67 25,200 2,100.00
IV — 25,800 2,150.00 27,600 2,300.00
V — 28,100 2,341.67 30,000 2,500.00
VI — 30,500 2,541.67 32,600 2,716.67
Source: University of California Academic Salary Scales
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REGULAR RANKS FACULTY
FISCAL YEAR (11 Months)
Normal
Period Old Scale; 7-1-74 New Scale 7-1-75
.Title Step at Sal. Annual Monthly Annual Monthly
INSTRUCTOR
(1410)
— — $12,500 $1,041.67 $13,400 $1,116.67
ASSISTANT I 2 yrs. 14,800 1,233.33 15,800 1,316.67
PROFESSOR II 2 yrs. 15,500 1,291.67 16,600 1,383.33
III 2 yrs. 16,400 1,366.67 17,500 1,458.33
IV 2 yrs. 17,400 1,450.00 18,600 1,550.00
V 2 yrs. 18,400 1,533.33 19,700 1,641.67
VI 2 yrs 19,400 1,616.67 20,800 1,733.33
ASSOCIATE I 2 yrs. 18,500 1,541.67 19,800 1,650.00
PROFESSOR II 2 yrs. 19,500 1,625.00 20,900 1,741.67
(1210) III 2 yrs. 20,600 1,716.67 22,000 1,833.33
IV 3 yrs 22,500 1,875.00 24,100 2,008.33
V 3 yrs. 24,700 2,058.33 26,400 2,200.00
PROFESSOR I 3 yrs. 22,600 1,883.33 24,200 2,016.67
(1110) II 3 yrs. 24,800 2,066.67 26,500 2,208.33
III 3 yrs 27,400 2,283.33 29,300 2,441.67
IV — 30,000 2,500.00 32.100 2,675.00
V — 32,600 2,716.67 34,900 2,908.33
VI — 35,300 2,941.67 37,800 3,150.00
Source: University of California Academic Salary Scales
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LIBRARIANS
FISCAL YEAR (11 Months)
Normal Period New Scale 7-1-75
Title Step at Salary Annua1 Monthly
(a)
ASSISTANT I 1 yr. $11,472 $ 956.00
LIBRARIAN il 1 yr. 12,060 1,006.00
(3260-Career Status) III 1 yr. 12,756 1,063.00
(3621-Potential Career IV 1 yr. 13,452 1,121.00
Status) V 1 yr. 14,256 1,188.00
(3622-Temporary Status) VI 1 yr. 14,964 1,247.00
ASSOCIATE I 1 yr. 14,256 1,188.00
LIBRARIAN II 1 yr. 14,964 1,247.00
(3616-Career Status) III 2 yrs. 15,720 1,310.00
(3617-Potential Career IV 2 yrs. 16,872 1,406.00
Status) V 2 yrs. 18,096 1,508.00
(3618-Temporary Status) VI 2 yrs. 19,428 1,619.00
VII 2 yrs. (or--) 20,868 1,739.00
(c)
LIBRARIAN I 2 yrs. 19,428 1,619.00
(3612-Career Status) II 2 yrs. 20,868 1,739.00
(3613-Potential Career III 3 yrs 22,332 1,861.00
Status) IV 3 yrs. (or--) 24,672 2,056.00
(3614-Temporary Status) V — 27,252 2,271.00
Normal Periods of Service
(a) Assistant Librarian: The period of service at each step is normally
1 year. The first 4 steps and the corresponding salary levels are for
normal use. Steps V and VI may be used in appropriate situations and
with proper justification. The salary for Assistant Librarian, Step
V, is identical to that of Associate Librarian, Step I. The salary
for Assistant Librarian, Step VI, is identical to that of Associate
Librarian, Step II. An Assistant Librarian promoted to Associate
Librarian after a year's service at Step V or VI will be advanced to
Associate Librarian, Step II or III, respectively.
(b) Associate Librarian: The normal period of service in this rank is 8
years, but the University is under no obligation to promote to the
rank of Librarian. Service at Step VII is normally in lieu of pro¬
motion to the rank of Librarian and may be of indefinite duration.
(c) Librarian: The normal period of service at step is 2 years in each
of the first 2 steps, 3 years at the third step and of indefinite
duration at Steps IV and V. Advancement to Step V will normally not
occur with less than 3 years of service at Step IV, except in unusual
cases.







CONVERSTION TABLE FOR LIBRARIAN SERIES
FROM 7-1-74 TO 7-1-75
Step Salary Scale 7-1-74 Step Salary Scale 7-1-75
7-1-74 Annual Monthly 7-1-75 Annual Monthly




































































CONVERSION TABLE FOR LIBRARIAN SERIES (CONTINUED)
FROM 7-1-74 TO 8-1-75 SALARIES
Step Salary Scale 7-1-74 Step Salary Scale 7-1-75
Title 7-1-74 Annual Monthly 7-1-75 Annua1 Monthly
6 $21,060 $1,755.00 III $23,808 $1,861.00
6.5 21,660 1,805.00 TR 23,112 1,926.00
7 22,260 1,855.00 TR 23,808 1,984.00
IV 24,672 2,056.00
V 27,252 2,271.00
Source: University of California Academic Salary Scales.
ACADEMIC-ADMINISTRATORS
FISCAL-YEAR (11-Months)
Old Scale 7-1 -74 New Scale 7-1-75
Annual Range Monthly Range Annual Range Monthly Range
ACAD-ADMIN
(1061)
I $14,112-19,824 $1,176-1,652 $15,096-21,204 $1,258-1,767
ACAD-ADMIN
(1062)
II 15,936-22,440 1,328-1,870 17,040-24,000 1,420-2,000
ACAD-ADMIN
(1063)
III 18,024-25,332 1,502-2,111 19,284-27,096 1,607-2,258
ACAD-ADMIN
(1064)
IV 20,256-28,368 1,688-2,364 21,672-30,348 1,806-2,529
ACAD-ADMIN
(1065)
V 23,040-31,860 1,920-2,655 24,648-34,080 2,054-2.840
ACAD-ADMIN
(1066)
VI 25,908-36-192* 2,159-3,016 27,720-38,724* 2,310-3,227
ACAD-ADMIN VII 28,956-40,944* 2,413-3,412 30,972-42,800* 2,581-3,650
^Annual rates above $37,800 require Trustees' approval.
Source: University of California Academic Salary Scales
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